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Insert Address Block 




Spedfy address elements 

* ,r Insert recipienfs name in this format: 

Joshua _ v + 

Joshua Randall Jr. j 

Joshua Q, Randall Jr, j «; Ji 

Mr, Josh Randall Jr, ' ^ 

Nfr, Josh Q. Randall Jr, 


Mr. Joshua Randall Jr. 


W\ Insert company name 


Wl Insert postal address: 

Never indude the country/region in the address 
O Always indude the country/region in the address 
Q Only indude the country/region if different than: 


United States 


\7j Format address according to the destination country/region 


.jijuJAUlili liAiAl unL AJ Ai AjAjLwAi jAJ js.jUj 
Previ * + " " 4 k + 

\ * ■; "ij ■ IJsjo- jpjJ ji JiU Cx^rAi ^ * ^AiAi Aj.jlJu4J.Jj 

Here is d pieview imum /uditeupiei il iisl; 

K] 1 

a a 

jjj s.jijAji —ilii j Ai AjAjUj.jIjj 1 . Jl jA-i j-uluj Jj 3 

s jLaJ i _ 3 —vAi ^jjliAjjjUjI.j ^ jAjj jA§Aj ^li*wAi 
' AjjAij sjis.^uw* jp) ,_jAj ^jAj I.jAJ "1 


Correct Problems 

If items in your address block are missing or out of order., use 
Match Fields to identify the correct address elements ffom your 
mailing list. 

Okii^Uii^s 


OK 


Cancel 



Astii t* s 3 jjuyji i»: Greeting Line 

.«jLp fA iS»j .|»o j£)A 



£yj. ia. JjXui JjLuLjj ; (jjj£a jLaU 


Page 55 















































































2010 Jjjj OkjmifilU 


juili o&ds «fisis : Insert Merge Field 



Insert Merge 
Field- 


tus imm jU jj frui First_name i» 

.uImj w 4 w 4 S 0 * 4 S 4 j tfjU Hi Preview Results 41 


Gii£y> Preview Results : fwjij* 


4 t a ^ 4 juU ji* <Sj' i : Preview Results 



Preview 

Results 


^LS4dU>Lj!) j£*4A 4 >uLu U 4sf4A b4£4luukl 


M dj4%AjjS^ 41 <pi£4tft4« 41 4J 


n 4 i o m 
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,4jU2 y* fii ji&dii As «fiptf : Finish Merge 



Finish &. 
Merge T 


jyj Edit Individual Documents. 
Print Documents... 

Send E-mail Messages... 


^jUjL 2uu j jIuaSA) £ lu4>L£4j 


Edit Individual Documents. 


te&& AP «££31 i Ujj gjj «,£4^44 43 <jl£Mjj£j, >j5 

: <jjlM4 ^U4u£j4 fii 


Merge to New Document 


v I-&.I 


Merge records 

O Current record (j^ 1 


From: To: 

T T AjJaj Jj ^ 

OK Cancel 


■Ui ^ 


i Ai . JAj 

4-1 JjAiiJ jjbJ 


«££3l£ 4 £j4j jli j jtj-iji yjJjS Ctf>4 ii u34j!£4j 


Print Documents. 


:&3l4M ^U4 u&ii fii jWfcJi» o&tf 



Print records 


Current record J^AJ 

From: To: 


j 


i yjj - " ■ tj j i j fl lA^-Jb " jjj T iiJjAJ jj ^-jbJ 

OK i Cancel 
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uij&i) U& 4i &«4£)4A ji yijjO jj iSijl&U 


ii. Send E-mail Messages, 


: &sum oL>i*& i> fii &&»aii tfiptf 





~\ 


JJ 4J4& i£fy iJjijAJ li»jUy ij| (M iSb$f jJAjLUJ jjj ulSli UiaJJjJ 


Aj JiiStj U)ilj AJi&Sjj pii gfijS tJitjii 44Ij 

.Microsoft Outlook a j*«j «j <u4a 


Jj jlu 4 JjLuL^j ; (jJj£a jLaU 
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f 

Review 


ABC 

m. m 

ABC 

\M 

Spelling & 

Research Thesaurus 

Word 

Grammar 


Count 


Proofing 



.tjtjiji- ifiii&ti f>4i uijSit Proofing : 


isaSh ji : Spelling & Grammar 

g3brt C&iiis,)) Ji4* iiiiiA Ij4j boop j **,))*> jiiii 



Spelling 6: 
Grammar 


.-£&.boot, Book St) iji&diA &)) a iSjji a 


uiSijij)4Mji &ii ($ii id^uio 6\)Oi fyi& jj ca^Uii: Research 


© 

Research 


.i)isiilj2mii tjiSijiiii ii 


(j*Lu^, Silus, ^Laiiui ; (jJj£a jLaU 
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.»$&»${IjSijj j$£ tf4iuj p4l 


: Word Count 


ABC 

031 

Word 

Count 



Statistics: 

■ Pages 
* Words 

f Characters [no spaces) 
i Characters (with spaces) 
5 Paragraphs 
- Unes 


j . T 

- r 


73 
1,375 
10 r 304 
13,573 
256 
537 


7 Indude textboxes r footnotes and endnc 


AdlSs^aj jejUj 


Close 


^43Lu<u »ii cqjSjj Language : 


% j34MU 4iUi*j />4j : Translate & Language 


% & 

Translate Language 


Language 


.«,4££>4Xui 4J luj uMj jgJ4i fiUii jSdSjiUj jj tj&jUj 41 


_j GQQ 


.»£)!** a, i% Comments : •> 


New Delete Previous Next 
Comment 

Comments 


4S s&mjA* j4m4i : New Comment 


□ 

New 

Comment 


.jj4j jAmM tfpb} Sjjj 
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jlf» i&M i£4j 4iUguij)i 4$ tf4ilmnr> j4j $i wtajl&U 


: Delete 


£J 

Delete 


jUjjAto jU 


.jlfixi iSijjjjjjZ p 6 j4SJuuuuuulJ 41 6j4j\j 4£ p u hjtS4J 


: Previous 


ta 

Previous 


.j 3 lji (jS 4 jjjUju£S Jj »j 4 S<UjMjyp 4 ) J#j 44 j 4 ££( 4)1544 ; Next 


ia 


Next 


.*j*jfj* ^U4i ujd% : Tracking : ^jije 


<^jS jj yfrji&u : Change User Name 

■ 4) ^4) jii 4J 4&)4uAjl^4| 


m* 

ij Jj Final: 5how Markup 


l = J Show Markup T 

J Reviewing Pane T 

Track 
Changes T 

._^y Track Changes 

Change Tracking Qptions... 

Change User Name... 


Final: Show Markup 

ijl Show Markup T 
Track c — 

Changes - ilS Reviewing Pane - 
Tracking 



^4Xjui jbuiuj * ^PjSdjLaU 
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•fei» ss* »i4>s J4S2 jj abisti: Combine .r 



\)«« »i JjLuLjj ; £Pj£&jL«U 
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i Simii & a fej&i ii ij tjtjii : Restrict Editing 



Restrict 

Editing 


IjjvL tfjOh 4 j ulSJ JlSAbLiw JjlSuuM utiljjti 


^ccept Reject 

w w 

Changes 


Previous 
^ Next 


Compare 

T 

Compare 


Block 

Authors 


Restrict 

Editing 


*jj3 


Protect 


16 ■ i ■ 17 ■ i ' IS' i ■ 19 'jii ^0 ■ 





C 


Start Enforcing Protectior 


■6» 


J^isj OK^ 


Protection method 
o Password 

[The document is not encrypted. Malicious users can edit the 
file and remove the password.) 

Enter new password (optional): 

Reenter password to confirm: 

User authentication 

[Authenticated ovvners can remove document protection. The 
document is encrypted and Restncted Access is enabled.) 


Restrict Formatting and Editinc ▼ X 

1. Formatting restrictions 
0 Limit fiormatting to a selection of 

Settings... 

2. Editing restrictions 

n Allow only this type of editing in 
the document: 


QK 


Cancel 


No changes (Read only) 


3. Start enforcement 


Are you ready to appiy these 
settings? [You can tum them off 
later) 


Yes r Start Enfordng Protection 


jjAlsisjlS Li— 


u!5j gxfc >US £IjL&4A ^ 

{dlA.j }JjUm 4) u uiJjAa dSdAjjttfU 


£yj»^ J.jluj JjLuL^j ; (jJj£a jLaU 
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£} 


f~” cjn^r 

ViewyS**^ 


JUbS <^U4 &o4j ^jiJuL&j (£5!£4 a igti# Document Views : ?Hii 


J j 

H ffl : a= ■ 

Print 

Layout 

Full Screen Web Outline Draft 
Reading Layout 

Document Views 





iJiiu aiUAi tjSaati&ij tiUiStjH tluiULi p a^iiu: Print Layout 


Print 

Layout 


.uQjJ t#*) 4 « ii 


ii miQ iSjipji Mn&tjii oiMiL&u: Full Screen Reading 


iii □ 


Full Screen 
Reading 


■ Un/im |£)b 


.&$}£& ijijij iSijf&ii b4bj4j gUg : Web Layout 


Web 

Layout 


.uttub j)i£ tjii\s»ji> i)Ai* toPtjimii ii iiiupM ii ii»jii : Outline 


Outline 


■tgitip* ^iitpMii iiUiitjij (Ppjj : Draft 



£yiA \)«« »i (j\ 4jL*i ; (jJj£a JLaU 
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0 Ruler 
0 Gridlines 
0 Navigation Pane 
Show 


^4jU4j ^ijuL Lj & ^j^Show : pjp 


.uhb ^LiuU *j4tbttlj4ab4J 4 jUjLIj4j t£b j4S4$ /T.B 


j jidjLlu jj ufo\&4 *: Ruler E 


Ruler 


•UiU4&j4g jLmj <£^$ j juft&g jj uiijis*): GridlineL 


Gridlines 


,jy jjjijj &j4i jj y^ibu : Navigation Pane 


0 Navigation Pane 


. l4jU4£dj4J 41 dj4Jdj^J djbj^A jb 4J4? t£4J*jUj jb 


Navigation ▼ X 

Ot UsjjJ X T 

^sj jUjj sjUj S? 

jJ 3.juUt jii i>.i 



jbuiuj * £pj£dJLaU 


Page 65 






















2010 Jjjj OkjmifilU 


' i [3 


J] One Page 


(JJjTwo Pages 

Zoom 100% 

Ijj Page Width 
Zoom 


.tttjit* tfiiuu ffijSii Zoom : »4jjm 

^ 44 4444 I vs**r 


.uii>iS4i 4Si>4i j jij&jjiS jj: Zoom 


.14« 41 ul£ll £LuS4l jU4&>j4l i^4)U42 


Zoom 


100% 


.<£41 44i ji ui&i ^4ib jU4Sij4i: One Page 
.(£41 jji ji ui&i (£4111 jU4Si>4i : Two Page 


, jj One Page 


(jjjTwo Pages 


,4S4&l£ (Pu 4i ui&i £L44i jU4&)4i ^ib : Page Width L® 


Page Width 


■*j*j!j* Ai u3o% Window : 


B r=i JJvi 

td 


View Side by Side 


B3 

I | jfi+Synchronous Scroiling 

New Arrange Split SwLtch 


Window AII 


M Reset Window Position Windows - 
Window 



& & jU4^ iSy 4 %ii jj: New Window 

fegjS 44 J4tt jU 4A 4$ 4Jlj £$4 j lS4J£4)jLj dj^jSyL} 

■uulb {£ta I4i2&ukw 41 j uu4Sj 

44* 4 ^ ^ 44 44 4 ** ^ 44 4 


\)««»i (jLaiLj ; £Pj£&jL«U 
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a jLj&js*)** \jii ejALMfc bh a* ■ Arrange AII 


Arrange 

AII 


tJLuU & 4j & tj&tStJug 


1 ,< j i *T 

Hame tns 

ja w 



uocumenbl - Microsoft Word (Product AcbYofcon Failecj 


tnsert 

J [E 


Page Layout Referentes 


r| Rui er 
IU Gridlinu 


^Jon«P3ge 
IjUTwo Pages 




□ 


!Y1V>ew5tcebvs;de 


gs m 


_ 'uij Synchronoua Srrotting 

FullScreen Web Outhne Dfatt Zcom UJG% New Arrange spiit- swttch Macros 

Reading La/out H Navigatior Pane *SJ Page Witfth w/trOoui aii ii Reset Wlndow Posinon Windows* 

DocumcntVicws_Show ZooinWinaow| Macros 


Page Loti. words: a | fcnglish(U.S) | 3 


rrrrr 


tt - g ^ 


Home Insert 


gt m 


Print PulIScreen Web Outlme Draft 
Layout | Reaalng Layout 

Documen! Viem 


Page Layout Rete ren res 

Rufer 
Orta lines 

i*~l Navigotion Panr 

Shoyy 


0 iJOnePaoe 

' -Ja |jj| two Pages 

Zcom 100% * New Arrange Split 

3 Puge Width window AII 


>3 0 0 


_i; Synchronous ScroUing 

Switch Macros 

ii Resel Window Posibon Windows * 


?A±tu ' J y i 



.j3 jfZu cfaSibii &j ii, tjhjt „£uii jijiitji j» : New Window 


Page S6o173 | WDrdw 2,234 <$i ErgnhfJS.I | 



JJ- 1 tA) 1 * 


= 100 >p 3 ? C 


^r-4 iTara 


uj? 4 s jit &jit (jijS&ij tfiit jj Oijtsii : Split 


Split 


lujti fit tjUjiSJ i>i) jiti jj» j4»i : View Side by Side 


JJ View Side by Side 


:«jUa baSaiij it Aj Uufalt <£>U 11 ju it j£ tjHiit» ^Ug I uSiM ii 


£yj»^ Jjsuwi JjLuLjj ; (jJjSaJLalj 
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;*P *r wa fJCr /t ’ uocument4 - Microsoft Word (Produci Activeben Fai!... 

■gs| Hcm< tn;ert Page Layout Peferences Mailings Review V/iew 
1 pl 1^ Web Layout jjJ ^ New Window/ I * ) | 

LW “ IJOutline * A ^ ^ 3 Arange 



prtnr . Pull screen 
layout Readmg Ea Draft 


Documerrt Views 


Show ?oom 100% _ _ 

3 O Splrt 

| Zoom 


e AII 


B? S| 


m 

— Swttdi Maeres 

ili Windows* ▼ 


Window 




Pcgclcfl | Wotcs. 0 Arabie flraq) I | 


jmliia s .3 = ico% i-; 


1 1 Jl\ i i' ' 




o J 


Home Imert Page layout References Mailing: P.eview /iew 

i^) Web Layout p;- 0 [“^ ^JJ /^NevrWtndow |jj| =■< 

m ^ M 


___ QOutline 

Printl Fuji screen 
Laycut Reading id Draft 


Dccument Views 


a a Arrsnge Alt pii» 

Show zoom 100% — Switch Macros 

2s LjSplit Windows ’ 


Zoom 


Window 


| Macros i 



Poac. 66 of 78 Words;£2€2 | $ Enqlish «J.S .1 | ,*□ _ | \m 03 a ^ = 100% ( 3 ) 0 (+) . : 



efysi ii a : Reset Window Position 


+H Reset Window Position 


.4&4&1& iS»j£ ii rjtfdli iSjlj£ 41 4 &4&\& 


j3 ji ejeijjj o%tt 4i jiijb ii : Switch Windows 



.«jafijbljS uaw jbji jgjfili IS tfliibti jli y4i $4» 
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tf4iLy>L30 J*S i i»i*l }* bii ii ( tg*4& i$»,>M5 «Miti Au 

$ ui»’ 41 4& uiku uijlp4i jtiS luOA i Ji,i H 

♦ 44 444444 44 w •F 4444 44“ 4r w 


.45J 

4 



File 40 a Aiji .\ 


Ii 



.r 



ijjSJu fii t&JS .r 


Permi&sions 

Anycme can opem, copy, and cha 

Protect 
Document T 



Mark as Flnal 


Let readers knowthe document is final 
and make it read-only. 


i£j -j Encrypt with Password 

-Ul? -equire a password to open this 
document. 


l&j cia^J XiK 



RestrTct Editing 

Control whattypes of changes people 
can make to this document. 



Restrict Fermission by F-eo-pte 
Grant people access while removing 
their ability to edit, copy, or print. 



Add a, Digital Signature 

Ensure the integrity of the document 

byadding an invisible digital signature. 


.t 


Jjxwi JjLuLjj ; (jJj£a jLaU 
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.bAu££j ^41 4 Sj J£to t£jbjj4*b .0 



■djdj4&j J£b bAuiS^j ^41 Ajjtfib jU4£ .% 



uL&JLtf udjjj^b j4j ^Ijb *j4l»4Syj jJlja dj dj&u^b u4bb ^4 j t£DI£ 

. djbb £ 4S 
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s toh-t <S*dh*i M ifji tf(Tab)yU ilgj vZ&jr /tu 


.«jLM lMS4£i)4> iS»j 4 Sj jiSAJfjS 41 &S4Jjti41 unilj gSutIS .1 1$ 



.a» jj i f4*S}j f,4i 4S4 Customize the Ribbon a) &js .t 


\)««»i JjLuLjj ; (jJj£a jLaU 
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■iJJJ aU) pdJ jaum j AjS jU(Ok) 4& iftjj & 


£yj. i^i JjXwi JjLuLjj ; (jJj£a jLaU 
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enti - Microsoft Word [Product Activation Failed) 


Home forbook Insert Page Layout References Mailings Review 


Calibri [Body) T 

•_/ -—— 


Quick Quick Paste lopy Cut One Open 
Print Styles’ r t t Page 



Page: 1 of 1 | Words:0 0 Engiish (U.S.j | 23 I 


M] m H. :§ § 100% 0 - Q -(+) 


«»i (jl ; (jJj£ajLaU 
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a» q L>ju i .ft aj (Error) /tu 

5 Auf JL>4£4U)4A ju jUM fiuijjJ 


,j4j|j y» i&Aii* /i 

4S»jjt* uir a3a* Red wavy Underline .) 
AStjjAa Gap Haa Green wavy Underline .r 
w & Au Blue wavy Underline .r 

iiiA A» ASAujj 4jIj UMfclSg Ai OaaSaUaa jaSa! Um» Quii» kSSlS jU4S4U • 

.{ misspell Word } Qu»ai» 

ylil» a3Ij M3 ASAidujji i£)A»tjS AJ Q»aSja2a& ja£a! Git»» Qua» i£ulS • 

JuA... j Jl* i jLijjujAu j jLunjJ J 4(jU)U)UjS 

.{Incorrect Grammar} 

ifASAiifi USAiASui jliAt QdMtjtSAj iSAJA&jj j2 jASAj Citii Qua» iSXHS jU* Amu m 

.{correct word but out of Context} Gitti jLGjS 


{yj. i^i Jjju m JjLuLjj ; (jJj£a jLaU 
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.AfAi 46 frujte }J AJAJj^J J«4rfti 


booa 

;j . r.yyvwyyyvyyyuy 


1 go to school. 


1 wanted to let you no that. j 

h a on. 


i£4*Qj4j Ai (iMj^db $A Ai Jjuhjjj i$*sAi <PU**4J (tiljlj /tu 

$ uuU 6J6 j4m jj *J6)!j*' Ai uxj fijAjlj fuJAj hljjj.p 


Ai iS^S b33-t (jV (Rlll6r)^4u4 41 4Sti /j 

41 l^U 4 $J LdyOllt Ai 414 $ t^U 4 Jdj 44 j 4 Uj ^41 
*j^4fc Bottom « Top (PU^ 41 f* Vertical alignment 

.4Sj Ok uti 

♦ ♦ 
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- T? —■ . . 

Clipboard 


Font 


r M i 


E 



Margins Paper 
Section 
Section start: 
Section direction: 


F 

Layout 


1 



.ciSj layout d 


New page 

T 

Left-to-right 

T 


J Suppress endnotes 


ad dSj Sj& JjJ 


/ 


|_| I—■' I I I '_l '_l I L UUU LJI IU LVLII 

L ] Different first E>age 


Frorm edge: 
Page 


Header: 

Footer: 


1.25 cm [^| 


1.25 an *■ 


Vertical alignment: Top 


SJ 


Preview 


<&j jwj jd &j)S> 

Bottom 
Top ju'L> d 


Appicto: ,Wholedoajment ^ LineNumbers... Borders 


Set As Default 


<&okd 




Cancel 


jbuiuj * (2Pj£dJLaU 
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“4* <*£>** (54 fb&g tfij* 4 tf4«iP 4 ‘%4“« 5 i* 5 '^ l*i 

41 6jjxt4A 4£ t£4bl2tf j4& jU444J i$4#tjj4J jtl --i.u.u uJdjj 

$ I^p 


Object *i kUS iau 5 «^ 4 * Text bu 5 4i» Insert 4 ) i&os /j 

: tj&jSti £ wAuSjj ^45 4& 



Microsoft Word Document 

Microsoft'Word Macro-Enabled Document 
QpenDocument Presentation 

OpenDocument Spreadsheet 

A- 

OpenDocument Text ! 

Package 

ra 

Package 


WordPad Document 


Resuit 


E Display as icon 


Inserts a new OpenDocumentText object into 
I Ui.1 li- 1 V° ur document, 


i^S o S j j 


OK 


Cancel 


41 45j ^(uyJ4J)^uJb djdp ^4 j4aD)4j 41 uuJjff 4S j4$ LfcLu 

<P4J$Lufe iSij 6jtj4skJii 4&j4J j 4Sj Lfciu t£4#lJj4J 

'•*%p «515434*4 i j43>MjS «*£S J «315 4J djj} J«4rf4i 4$ 
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ugJ44 j luj>4j jU4A (USUaIIj J jU jfi4A (Wf>u /lu 

$ uJ>JuU$J b 4I4..J tdtfy j uuIS (gJUM$£ 41 JidiA4$4& (jjQjS 

(**>*« t*ui Home jj j^j uki 4SJ (jjaajt&Lw /j 

&£* ju $&*iuij£ i*#» »jJ 5^4* H justify j & Paragraph ^1 

jUwdj to4£djLunj| 41 4S djjpLfl 


4£ ft4& A>jj (£4 *Dj 44 jtt ( 9 HS4 JLm$j^ 41 Ij (Q^jZj ^ /Vu 

$ ulij UjU £>U3bjS t%4* £** 


.6J4>I$£ (£4J£gb& ^4J JjIIw j4w4l uuUdA AjjtfU 4J JufaAl /j 


Review 


Review 412 ja* au?m .\ 



Re striet 
Editi ng 


4S2 Ajj&O iSjs .r 
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Restrict Formatting and Editii ▼ X 

1. Formatting restrictions 

F71 Limit formatting to a selection 
of styles 

Settings... 


2 . Edrting restrictions 

O Allow only this type of editing 
in the documenti 


No changes (Read only) 


3. Start enforcement 

Are you ready to apply these 
settings? (You can turn them off 

^ Yes, Start Enfbrcing Protection 

djjdj p4j SjE 


(J-uA ±JUjj jbuiuj • 
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Start Enforcing Protection 




Protection method 
o Password 

CThe documentis notencrypted. Malidous users can editthe 
file and remove the password.) 


Enter new password [optional); ^ ,Jih J 

Reenter password to confirm^6 .j jc4£ 

User authentication 

fAuthenbcated owners can remove documen t protection. The 
document rs encrypted and Resbicted Access is enabled.) 







.j jliAjjSjLj Culuma ASj Home AI (SJJS Lfcuj 


Jjxwi JjLuLjj ; (jJj£a jLaU 
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ii frtit Ixojj.fi tfA»L}j4J ii (<^ii i Jiij) 0 il 6 ji tyj&i frjili ifiiif Mf I Au 

? [wiipji] t Stj jjljii oilSiAtijii s 


■ ijii-c tSi*ib*i jO jj »j» Insert 40 ^iS^a tHitii} Lujjw ,\ /$ 



» AuSt s o&ti ao »ii Format <^£ a & «&os u*u hsj anh a as .r 

.ul& JiiiJj) 4) t&dS j4ii»)lS4J H Ojiitijti U£B15 il pii 


£yj. i^i JjXwi JjLuLjj ; (jJj£a jLaU 
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.4MS4«?l i 4j 43 (jil &4a*i j U D& JiMii .X 




iulMJ jLiiuJ uSilj Jii? f>4i 4 SJ 


Color 


tijSjll iSJS 1 *Uj 



Color 


Artlstic . 
Effects - lS 


Color Saturatiori 


Compress Pictures 
Change Picture 
Reset Picture * 



Color Tone 









^ djljjS jU 4&A&) JxuJdJ jUdjl$i£ tfiji . t 


{yj. i^i Jjxwi JjLuLjj ; (jJj£a jLaU 
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£yj. i^i JjXwi JjLuLjj ; (jJj£a jLaU 
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ja[mAj ^ t&j hijjj.? i^^ULjjAj 41 fbtjlj Au 



.^b j jb AA Aj ptJj jLtLu teAfiUi iSAj Ai ijjj ^bli Jj4j4£ 4jIj 


^>ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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.»j»jiSjU) j i!) uitjj) ijjj obtt H) p A lj 


.4 sj View <pQ a Alii .r 



Arrange 
_ AII 


4 ^j&i 4 ^41 t& 4 £ LfcLu .T 
.ytai jj £ 4 £*jfij£ 


<j&uwJ$Jj 4A 4* ft4& t£4*U)4J 41 Ij j$£ / Vu 

$ (£>£A 4 j dj 4 luJAM 

♦ ^ ♦< ♦ 


igitjiA $ iSiip Cijj iSpjSii jfjP lpi3 tjiiuiipu Up ui)£»i ii giiuijp pb / T.B 

U »3 tj ij&pjrU 


.a» File uP a liiii .\ Ij 
.tpfrPiA Option .y 


£yj»^ i jluj JjLuL^j ; (jJj£a jLaU 
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»#iii£$s6)i o&j&ii it Au»a 4& Quick access toolbar u*u .t 


l! jj J jS kJ ’ TC " _/-“9 ” 'J k/i -j 

Home Insert Page Layout 

Cut 
rrnri. 


e *■ 

_ =! _ 


UnikurdJino ▼ 20 


A '' 

^■terer 

■ A 


ujj 4& I—4^j&U f»4l dglS LftLu 4 Sj t£(dL)dbkJ)£)L)A j 4tfj$b 4S4dUwj^ .0 




^>ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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S 4SrtL« Ai aS* Jjjy &jtj $i *uj\i jlj* fdijfi jj* l\\u 

.aSa Page Layout ^ls Ai 1&4s .\ /j 
.friiM o»j»j\ jt iSAmSit fAi Ait Page Border Ai tSJS .r 



■ AttjOj^At tj ftM Ai ijl^ASfjAJ tftjipjljg jmjJAA tjljjJAA tfAjAt tfljt 


£yj. i^i JjXwi JjLuLjj ; £Pj£&jL«U 


Page 87 










































































































































































2010 Jjjj OkjmifilU 



£yj. i^i JjXwi JjLuLjj ; (jJj£a jLaU 
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L&Uj4j jb Mnlumn i^AImmAj ^taj&jbb <3 £ At |OI>b jj* /\Tu 

ASjSft jAmAt jliljij UAfA fltuSJuUMJjj jASAJ »J IAASAJumAJ jb At (AUili iSjJiifP jb 

S (Mj*U4 


.»j» Insert 40 ,sty *> te t&i ■' /j 



. Ai ul ^SyJS b^Ub ASjSjl Lboi.T 

.& Format <-;£ 4) &is .r 



n 

Poaition 


AJ^SjIj ^41 i£yd£ .* 


^>ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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J 


Poaition 


i! 


Qn Brtng Forward 
Send Backward 

Wrap nu 

Text T ‘SfcSelection Pane 


In Lire with Text 


ijijQ 


With Te 



tiH 


lJJ 


ld3 




E 


EI 


ia 




cl 


More Layout Options., 


.LUJ 4£4Lm 4J 4) wiidJ jUp j4^ 


^4j j 4 i 4 ) l^ASAxauiq^J ij§Z i£^ 

■ jU4A 4A djhj£ j4J 4^> 4. .0 

.45J 4S4% j4m4J umIj o&tf >4*4J 


£)* ma . \)««»1 JjLuLjj ; (jJj£a jLaU 
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Edit Picture 


Save as Picture... 


Change Picture... 

K 

Group ► 


Bringta Ffont | 1 


SendtoEack | ► 

& 

Hyperlink... 

Ii 

Insert Caption... 

N 

Wrap Text 

(id 

Size and Position... 

!%_ 

Format Picture... 


Cj-ujl J j£d£ jLsi 
jfiLu4J 


L4.93 cm C 

4 4 

14.93 cm ; 




In Une with Text 

Square 

light 

Through 

Top and Bottom 



Behind Text 


In Front of Text 

Edit Wrap Points 

More Layout Qptions. 


.Y 


4&IjSjJ uukw|fb LfcbU 





2016-2015 


\)««»i JjLuLjj ; (jJj£a jLaU 
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.&> dSjSji a JJS .\ : mi 

.a» Format 40 a ius .r 



,ii> 

♦ 


Wrap 
Text T 




.t 


Wrap 
Text T 


Jj Bring Forward 
Q 2 Send Backward 
Selection Pane 
In Line with Text 
Square 
light 
Through 
Top and Bottom 


- u 
-K 


Behind Text 


i?g In Front of Te>ct 
Edit Wrap Points 
[Q| More Layout Options., 


.uxwj^uj j 4 m 41 uSoumj ^)44 UAJlpdJ 


Jjxwi JjLuLjj ; (jJj£a jLaU 
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S b4*U)4J <*l4jjlj Sij^Aj jj» Atu 


.4 i> Insert ai «&os .\ /j 


,4fc 


CP 

Shapes 


Shapes yjjJjLi 4) «&4S .t 


.Aii 0 ijjiljj ftii t&JS .T 


.Amjjii tSiUBui j 4&f 4$4uLw jU4t «&4S .i 


.Aii Format 4) t&is .o 

♦ ^4 # 


.*>£*j4A Qj* (jiiAiAti U)Ai uiLSj)jf jAA Aii 


Text Effects T j\Y&a4 K 


&l£ A 


4 jLLu ^ jxidUJdi ddj 


^>ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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- ku j i l i u r i — vvrdpj — rr - 

Creat? I ink - w KT\ ^plpftinn P; 


Text Effects T 


M 

Shadow 

► 


Reflecto n 

► 

f{ h A 

Glow 

► 

A 

Bevel 

► 

j—i 




3-D Rotat on 

► 

j>“ \ 



M 

Iransform 

> 





No Transform 



J*. 

” ; 

ab ede 





Follow Fatlh 




•Vj ' 

* * 

d ,» 

C{j e' 

t, *> , 

* 

Ha 

o- 

p t x 

* . „ .-*- 
■> h i j 

j-- “pZP 


Warp 





abede 

abede 

abCde 


= 

abede 

abede 

i 1 



N^QJ 

qj 


V 

±*bc 


abed^ 

3bcdi’ 

abede 

abede 




jbuiuj * (2Pj£dJLaU 
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(I&jUjAJ (jjLuijliiJ (gti J tjtjlj* if4jl£M fAl &AMym jA* jJ Ajif tf^jS a&jf /ttu 

5 u j£jjj$ 


Recently Ulsed Shapes 

hwdodaix^^g' 
% < A '-1 > ☆ 

Lines 

\WLXX i % 

Recta ngles 

□□DQQDDDD 

Basic Shapes 

HOAXOQOOO®®® 

@fc(^oart^ooB0 

□ @0^D©^ %&ij 

CK> C ] { > 

Block Arrows 

Eq natio n Shapes 

Flowchart 

□OoOOOD0oOdU 
o pm® E e A\7GD' 
QSCDO 

Starsand Banners [ 

OEDi£H3Etj3n[PR3Q ; 

Callouits 

p CDppxi^Otp a:j hd(H:d/ i: j h:::) 

Cp /!□ HD |HD 


.«j* Insert 40 <u «ja&uttjaa jU amu» asa33j OajAm a /j 


{yj. i^i Jjxwi JjLuLjj ; (jJj£a jLaU 
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,4Sj 4 usi» tiiU&.y 

♦ 4K # 


.iSi Format <-jO a «&as .r 


.4ft 

♦ 



4jj£lj ^4J k&dS 




.& Crop to Shape <tf .o 


$>)U41 uauJ^J ^j|jd ytfS)f§4lS .1 


Jjxwi JjLuLjj ; (jJj£a jLaU 
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' i M A*ij ^ty 4i 



ij*ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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$ «IjjAJ (jMin^b (ji&jf l\t u 

.HH 4jj%U fii «jiji &i)S 4 4 : f>4$4J /j 

.4& Exit 41 AJS Lftw) 4Sj File 41 t&dS : f»j)i 

.Alt + F4 : f4 M 

4$4Sj 41 4& Close 41 & 1 S Lfcuj 4& 4S4*lj)4J &jtj4*4i wulj u&tf : 

. 4)144 14 



Jjxwi JjLuL^j ; (jJj£a jLaU 
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.Ia (J4 j jAmai ctrl i£A*£j^A (£)U$(5 -* 


(jijUu&jipi jj G6 ^iS4j : Ctrl + x = cut 

.jiSLSfo ^iijSiigjjSHjACijSjAjdi a u3ijis*j: Ctrl + c = copy 

.tjjjjS CujjS ju wa a tiiiWi sii is»s&Wi % Ctrl + v = paste 

.43 s&ssi tu# a istii*ssi s*i M s&bis* : Ctrl + z = undo 

.tsiisi jU*fi4j J+t si is&b*Z si <S4;lS44: Ctrl + y = Redo 

.^Lii&Ugwjji 4 y 4 & 0i4j£(jui«2)£)U4 si : Ctrl + a = select all 

.gji ^bU ^ijSSuss» ii Siiiiiii : Ctrl + n = new file 

.assiji iUu»s)» jiSj4 ii istiyM j4i &siiijS ii ^i)^*i : ctrl + o = open 

.j)jia_#*aj n &*)t**i : ctrl + s = save 

.uif iit ii mj s ix*ss> tjiji M fflA>iS44: Ctrl + L = align text to Left 

.u»o tf* ii His s && tj*ji M C34>iS4j : ctrl + R = align text to Right 

.uub« 4 ij ii His s oi*ss> ohji ii &*)tiii : ctrl + e =align text to center 

.^HiMussi tjij&s* ii £$btt44: Ctrl + b = bold 


^>ui^ Jjxwi JjLuLjj ; (jJj£a jLaU 
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i gi tj*iM ijXtiiij* jj uiijtSit : Ctrl + m= left Indent 

■-j' - r ■ ■ 

■ 1 ■ i ■ 2 ■ i ■ 3 ■ i ■ 4 ■ \,H T 

. u & 

ijtjSiiijj i» Ctrl + p = print 

.haSAbtt jtM uS4jQiij4t tfiji *j jij4$ jj a*>t&u: Ctrl + f = search 

b yitStj& jiiAi iSsj (jtjSiujj* jj Ctrl + k = hyperlink 

wlJb jliy jjj JltjS jOli IjSjJ <jSJJ£ £21S i&fAijj 

.jUUSAiMijji tjiji jV i j Ctrl + I = Italic 

jjiMiMbugi jUdi» ii ia*)i S*i~. Ctrl + u = underline 



\)««»i JjLuLjj ; (jJj£a jLaU 
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idbDjS Ai 

dJ^iA? j44 J^uJu4d4 4i ffi ^44 ^ y_wJ^4uy j jmmJjAl i£jAjfy » 

44 j 4$ (&V4J 4jj4jM^4J 41 ^4JL^44 

j4S4i L^djt>44 dj dj^4j—S £U—wU j jL-^djULi U^|) jUuJgg 

^ 41 U (jD*j4_tf 4£L^4* jL^ U4i <^JtfU “ *%-w4S 

ySjijij—u u—tiijJU j ui—Sfi* ji _S4344t4 41 (Pl_wlJ 44 jji jj4J 444*1—^)44 

■*-Aii 


OSSJ ^ ||b44)$ 4$ d 4J4l44 j4A 41 |t)l4l^4 4j4^d)M 4 j4jLiiJJ l4dj^44s 

ul^J 4144 4444 |^j4J (jj)4S4b iSmh4& j^a44 4S5 j ^ luJ jJ 444144 j44 jU IJL4L£4444l4 

% IJ&Dl* j44 41 


j45j 4U4 («44440444 lSjjLu^u J 4itt>j j44 j4 

V 4 V44^ | 4 * Y 4|F # ^ v v V V 4 

salmansaeed09876@gmail.com 
Facebook.com/sleman saed 


Jjxwi JjLuLjj ; (jJj£a jLaU 


Page 101 







